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MASSACHUSETTS DEPARTMENT OF DIVISION: ADMINISTRATION
CORRECTION

TITLE: FOOD SERVICE NUMBER: 103 DOC 760

Purpose: To establish Departnment of Correction (“Departnent”)
policy concerning food service.

References: MGL. c. 124, 8. 1 (c) & (Q9);
105 CMR 590.00, State Sanitary Code Chapter X,
M ni mum Sanitation St andar ds for Food

Est abl i shnent s.

Applicability: Staff/ I nmates Public Access: Yes

Location: Departnment Central policy file / Each Institution’s
policy file

Responsible Staff for Implementation and Monitoring of Policy:

- Commi ssi oner

- Deputy Conm ssioner of Adm nistrative Services
Di vi si on

- Superi nt endent s

- Departnental Food Service Director

Effective Date: 03/01/2013

Cancellation: 103 DOC 760.00 cancels all previous Departnent
policy statements, bulletins, directives, orders,
notices, rules and/or regulations regarding food
services which are inconsistent with this policy.

Severability Clause: If any part of 103 DOC 760.00 for any
reason, is held to be in excess of the
authority of the Conm ssioner, such
decision shall not affect any other
part of this policy.
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Department Policy

The Departnent is commtted to the followng food
servi ces objectives:

1. To provide all inmates wth nutritionally
adequate neals that are of appropriate quantity
and quality through the wuse of a seasonally
adj usted cyclical nenu;

2. To provide all inmates assigned to food service
with the opportunity through training and
education to acquire skills and abilities that
may assist in obtaining gainful enploynent after

rel ease;
3. To assure that food service operations are
conduct ed in conformty W th est abl i shed

security, safety and sanitation regul ations;

4. To manage food service operations as efficiently
and effectively as possible;

5. To assure all staff, contractors, and inmate
workers who work in the food service departnment
are trained in the use of food service equi pnent
and in safety procedures to be followed in the
food service departnent.

Responsibilities

Central Ofice of the Departnent of Correction

The Conm ssioner, through the Deputy Comm ssioner of
Adm nistrative Services Division and the Departnenta
Director of Food Services, is responsible for the
promul gation of procedures for the delivery of food
services as specified in this policy.

The Departnental Director of Food Services shal
moni t or the food service adnmnistration at t he

Departnental and institutional |[evels. Hi s/ Her

duties shall include but not be limted to:

1. Monitoring institutional food service policies
and procedures for conpliance wth 103 DOCC
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760. 00, including periodic on site reviews of all
Department facilities;

2. Conducti ng peri odi c conpl i ance revi ew of
contracted food services at each institution;

3. Coordinating and inplenenting the cycle nmenu
accounting for therapeutic and religious diet
menus;

4. Depart ment al [1alson W th t he Oper ati ona
Services Division as head of the food procurenent
t eam

5. Monitoring food cost throughout the Departnent;

6. Providing technical assistance in all aspects of
food service to departnental sites and regulatory
agenci es as required;

7. Coordinating Serve Safe and Therapeutic Diet
training for the Food Service Departnent,;

8. Assi sting in t he nmoni tori ng of out si de
consultants and vendor contracts in the area of
f ood servi ces.

| nstitutions

Each Superintendent is responsible for assuring that
the food service policy is inplenmented at his/her
respective institution in accordance with appropriate
rules and regulations in effect in the Commonweal th of
Massachusetts Policies 103 DOC 760, 103 CVR 761 and
105 CMR 590. Each Superintendent may delegate the
oper at i onal responsibility for t he daily
admnistration of the food service policy to an
institutional food service director.

Food Service Supervision

Each institution shall enploy a full-tinme qualified
staff nenber who is responsible to provide for the
institution's conplete food service.
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Institutional Food Service Directors Duties &

Responsibilities

Each
t he

institutional Food Service Director shall oversee
daily preparation and delivery of all neals.

Hi s/ Her duties shall include, but not limted to:

1

Menu

Assur e conpl i ance W th depart nment al
pol i ci es/ procedures and al | ACA st andar ds
regardi ng food service;

Providing nutritionally adequate neals, properly
prepared and attractively served in accordance
W th t he depart nment al cycle menus and
correspondi ng reci pes;

Assuring conpliance with 105 CVR 590.00, State
Sanitary Code Chapter X M nimum Sanitation
St andards for Food Establishnents;

Providing proper supervision and nmintaining
adequat e scheduling of all food service staff.

Requirements

Each
pr ovi

institution shall ensure that inmates are
ded nutritionally adequate neal s by:

Having the planned cycle nenu reviewed by a
registered dietician on at least a bi-annual
basis to ensure that food all owances required for
basic nutrition are met, as defined by the
nationally Recommended Dietary Allowance, the

Food and Nutrition Board, t he Nat i ona
Acadeny  of Sci ences, the National Resear ch
Counci |, and t he Aneri can Correctional

Associ ati on.

Recording any substitution(s) or addition(s) in
f ood actual ly served, ensuring t hat t he
substitution is in accordance with the approved
departnental substitution guidelines.

Ensuring that docunentation of the nmenus actually
served are maintained on a weekly basis by the
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food service supervisor. These docunents are
stored in accordance with 103 DOC 158.

4. Evaluating nenus at least quarterly to verify
adherence to t he est abl i shed basi c daily
servi ngs.

Advanced Menu Planning and Preparation

Each institution shal | fol |l ow a depart nenta
seasonal |y adjusted cyclical nenu which neets innates’
nutritional needs. These nenus shall be followed in

accordance wth the foll ow ng schedul e:
Fall /Wnter Cycle Menu:

Shal | commence on the first Sunday immediately
followng the last Saturday in October and shall end
on the last Saturday in April.

Spri ng/ Summer Cycl e Menu:

Shal | commence on the first Sunday immediately
followng the last Saturday in April and shall end on
the last Saturday in Cctober.

Food preparation shall be planned by the institutional
Food Service Director at |east one (1) week in advance
using the food production form and fornulated using
approved vyield-adjusted recipes, good food handling
and food service sanitation techni ques.

Food Inspection

Each institution shall mai ntain appropriate food
storage facilities. Al  shelf goods are to be
maintained at 41 to 80 degrees Fahrenheit. Al
refrigerated storage areas are to be maintained at 41
degrees Fahrenheit or below. Al frozen storage areas
are to be maintained at 0 degrees Fahrenheit or bel ow

Therapeutic Diets

Each Superintendent shall develop witten procedures
regardi ng the preparation and provision of therapeutic
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diets which shall be consistent with 103 CVR 761. 00,
Access to Therapeutic Diets and Medical Care.

Religious Diets

It is the policy of the Departnment of Correction to

provi de at each institution speci al diets
accommodat i ng i nmat es whose religion pl aces
restrictions on diets. Each Superintendent shal

develop witten procedures regarding the preparation
and provision of religious diets which are consistent
with 103 CWR 471, Religious Progranms and Servi ces.

Health & Hygiene Protection

Each institution shall nmaintain a witten procedure to
provi de for adequate health protection for all inmates
and staff in the institution, nor eover , sai d
procedures shall specifically address adequate health
protection for inmates and staff working in food
servi ce. These procedures shall be witten in
accordance with 103 DOC 620.10 and 105 CMR 590, State
Sanitary Code Chapter X, Mninum Sanitation Standards
for Food Establishnents.

*For further information on health protection, see 103
DOC 631, Conmuni cabl e Di seases.

Wash Facilities

I nstitutions shal | have toilet and washbasi n
facilities available to food service personnel and
inmates in the vicinity of the food preparation area.
These facilities shall be provided and maintained in
accordance with 105 CVR 590.00, State Sanitary Code
Chapter X, Mninum Sanitation Standards for Food
Est abl i shnent s

Health and Safety Inspections

There shall be docunentation by the Departnent of
Publ i c Heal t h and the Accreditation St andar ds
Compliance Unit at |east annually, that food service
facilities and equipnent neet established public
health and safety codes, and that corrective action is
taken on deficiencies, if any.
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The Superintendent of each facility shall maintain
docunentation, provided by the Departnent of Public
Health or the Departnent of Correction’s Policy and
Devel opnent Conmpl i ance Unit, updat ed annual |y,
indicating that his/her facility and the food service
equi pnent contained therein has nmet established public
health and safety codes, and that corrective action
was taken on any deficiencies that may have occurred.

Weekly Inspections in Food Service Areas

Each institution shall have a witten policy and
procedure which shall require weekly inspections of
all food service areas including dining and food
preparation areas and equipnent. Refrigerator and
wat er tenperatures shall be checked and recorded on a
daily basis by food service personnel.

Serving & Scheduling Meals

1. Each institution shall have a witten policy and
procedure which insures that neals are served
under conditions that mnimze reginentation
however, there should be direct supervision by
staff nmenbers. Space shall be provided for group
di ni ng except when security or safety
considerations justify otherw se.

2. Each institution shall have a witten policy
which states that at least three (3) neals, t wo
(2) of which are hot neals, are provided at
regular neal tinmes during each twenty-four (24)
hour period, with no nore than fourteen (14)
hours between the evening neal and breakfast.
Variations may be allowed based on weekend and
holiday food service demands, provided basic
nutritional goals are net.

Use of Food as Disciplinary Measure

Each institution shall have a witten policy which
precludes the use of food as a disciplinary neasure
Al  inmates, except those on special nedical or
religious diets, should eat the sane foods.
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Alternate Feeding

Standard food services shall be nade available to
inmates in Special Managenent Units, provided their
participation is consistent wth the safety and
security of the institution and its enployees. Any
i nmate who becones disruptive or assaultive by either
throwng food, food trays or containers, or by
utilizing food or drink containers to assault staff
with food or any substances, my be placed on
alternate feeding status as a result of such actions.
In accordance with 103 CVR 423.00 Special Mnagenent,
alternative neal service is provided on an individua
basis, based on health or safety considerations only,
nmeets basic nutritional requirenents, and occurs wth
the approval of the Superintendent and responsible
health authority. Inmates on alternate feeding status
shall receive the sanme neals as those given to the
popul ation. Alternate feeding is considered the nethod
to deliver and retrieve the food from the inmte and
not an adjustnent to the neal itself. The alternative
feeding status shall not exceed seven (7) days.

1. The Special Managenent Unit officer in charge or
shift commander nmay place an inmate on alternate
f eedi ng pendi ng t he appr oval of t he
Superi nt endent and t he Heal t h Servi ces
Adm ni strator or designee.

2. The Special WMnagenment Unit officer in charge or
shift comander shall submt a copy of the
disciplinary report wth an alternate feeding
request form (103 DOC 423 Attachnent B) to the
Superintendent, stating the reasons why alternate
feeding is requested.

3. The Superintendent shall return approved requests
for alternate feeding to the Special Managenent
Unit officer in charge (OCQC).

4. The Special Mnagenent Unit O C shall ensure the
Al ternate Feeding button is checked as yes on the
SHU SMJ/ DDU | nmate I nformation screen on | M.

Once alternate feeding is inplenented, the follow ng
feedi ng procedure shall be foll owed:
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| f the physical design of the cell door allows for the
delivery of food wthout inmate contact i.e., the
delivery of the neal through the leg iron restraint
slot without the need to breach the cell door, this
shall be the preferred nethod of delivery. However,
if the physical design of the door does not allow for
the delivery of food in such a manner, the follow ng
procedure shall be adhered to:

1. Two (2) staff nenbers shall be utilized and the
cell light shall be turned on

2. The inmate shall be asked to wllingly conply
with alternate feedi ng procedures.

3. If the inmate is willing to conply, the food sl ot
shall then be opened, the inmate shall be ordered
to turn around and back up to the door, be placed
in hand cuffs and ordered to sit down on the bed.
Once the inmate is sitting on the bed, the door
to the cell shall be opened and the neal shall be

placed in the cell. The door to the cell shall be
re-secured and the inmate shall be ordered to
turn around and back up to the door so the
restraints can be renmoved. Once the neal is

consuned the sane process shall be utilized to
retrieve all food and equi pnent. No food/utensils
shall remain in the cell

4. If the inmate refuses to conply with any of these
feeding procedures, it shall constitute a refusa
to accept the nmeal and an incident report shall
be submtted. The refusal shall also be noted on
the inmate’s activity sheet/IMs SMJ Daily Log
screen and in the unit |ogbook/I M5 Unit/Activity
Log screen.

5. Wen renoving the inmate from alternate feeding,
the Speci al Managenent Uni t ac or shift
commander shall submt a witten request (103 DCC
423 Attachnent B) to the "Superintendent and the
Health Services Adm nistrator or designee prior
to renmoving the inmate from al ternate feeding.
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Al inmates placed on alternate feeding shall be
asked to conply wth institutional procedures
after each neal. If the inmate does not conply,
he/ she shall be reviewed after five (5) days to
determ ne further alternate feeding status.

The  Superi nt endent and the Health Services
Adm ni strator, or designee, are the approving
authority for renmoving an inmate from alternate
f eedi ng st at us.

NOTE: I nmates on therapeutic diets shall be
afforded the same food values in
accordance with their therapeutic diet
while on alternate feeding status. I n

t hese instances, the institutional Food
Service Director shall consult with the
respective dietitian.

Satellite Feeding

Each institution shall have a witten procedure that
provides instructions for satellite feeding. These
instructions shall include but are not |limted to the
fol | ow ng:

1. Vi sual inspection and recording of food quality,
quantity, and accuracy of food(s) upon receipt;

2. Taking and recording of food tenperatures upon
recei pt of said food itens;

3. A conprehensive set of serving instructions,
i nclusive of required portion sizes;

4. Meal eval uati on pr ocedur es to i ncl ude
acceptability, shortages, |eftovers, etc.

5. Procedures for obtaining additional food as
necessary;
6. I nstructions on proper and safe food handling

t echni ques.
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Food Service Budgeting, Purchasing, and Accounting
Practices

The institutional Food Service Director shall wuse
budgeting, purchasing and accounting practices that
include, but are not limted to the foll ow ng:

1. A Food expenditure cost accounting system
designed to determ ne cost per neal per inmate,
such as; the Food Service Directors shall keep an
accurate record of per inmate/ per day feeder
costs at the end of each nonth with the intention
of remaining within their budgeted food account.
Accurate nmonthly food inventories shall be
conpi |l ed in accordance W th depart nment al
guidelines in 103 DOC 339, Materials Supplies
Inventory and Control, Sections .09 .10 and .12
and forwarded in a tinely manner to the fiscal

unit;
2. Proj ection of food service funding requirenents;
3. Purchase of supplies shall be nade in accordance

with departnmental and state purchasing nandates
in accordance wth 103 DOC 340, Departnental
Purchasing Procedures, sections .01 and .02 and
801 CWR 21.00.

4. Refrigeration and storage of food, with specific
st orage peri ods.

The food service operation shall follow witten
budgeti ng, purchasing, and accounting procedures
to ensure nutritional and economcal neals and
m ni mum wast e.

Meal Counts and Records

Each institution shall have a witten policy and
procedure detailing how the nunber of actual neals
served to inmates, enployees, and guests is to be
docunented. In all cases, counts are to be only the
nunber of conplete neals actually served. This figure
is in no way intended to include the nunmber of neals
pr epar ed.
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The above is required for fiscal accounting, food
pur chasi ng purposes and budget planning. Food service
records shall include published nenus, information on
waste, food costs and nutritional accounting.

Food Service Uniforms

Regul ation wuniforms for all food service personnel
shall conform to the provisions as set forth in
departnental policy 103 DOC 224, Unifornmns.

Responsible Staff

The Deputy Conm ssioner of Admnistrative Services
Division shall be responsible for the inplenentation
of 103 DOC 760.00 as it relates to food services.

Each Superintendent shall be responsible for the
i npl ementation of this policy and for the devel opnent
of any and all necessary institutional procedures and
pol i ci es.
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ATTACHMENT TO 103 DOC 760, FOOD SERVICES POLICY
CULINARY ARTS PROGRAM — MILFORD HEADQUARTERS

Purpose: To establish standard operating guidelines for the
Cul i nary Arts Program (“Prograni) | ocat ed at MIlford
Headquarters.

OVERVI EW

The Program shall provide food services to all Departnent
of Correction (“Departnent”) and Mlitary D vision staff

enpl oyed at the MIford Headquarters. | nmates shall learn
skills in the areas of food preparation, food serving and
heal t h/ sani tati on. The Division of Admnistration shall

mai nt ai n supervi sion over the Program

The program shall provide breakfast and |unch from Monday
thru Friday. The Program Supervisor shall determne the
normal hours of operation and shall ensure that the hours
are posted in the general area of the cafeteria.

Inmate workers shall be restricted to the immediate
cafeteria and food preparation area. Access to any other
part of MIford Headquarters IS prohi bited unless

acconpani ed by the proper Departnent staff person.

STAFFI NG

This program shall be staffed wth two (2) Educational
Speci alists posi tions, one (1) bei ng t he Pr ogr am
Super vi sor. These two (2) staff shall report to the
Department Director of Food Services. The Depart nent
Director of Food Services shall maintain Form 30's

detailing the duties of these tw (2) positions. The
Director of Food Services shall review the Form 30°s on an
annual basis and update them as necessary. The Educati ona

Specialists shall receive annual training in accordance
with departnment training requirements. In addition to
standard food service training, the staff shall receive

training in areas involving the security of inmates in the
wor kpl ace. The Director of Food Services shall coordinate
this training.
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| NVATE WORKERS

| nmat e workers shall be inmates assigned from the Pondville
Correctional Center. Up to eight (8) inmate workers may be
assigned to the culinary arts program at M ford. Mor e
than eight (8) inmates my be assigned for special
functions or weekend drills with prior approval from the
Departmental Director of Food Services or the Director of
Adm ni strative Services. Inmate workers from Pondville
Correctional Center interested in enrolling in the culinary
arts program nust neet the program criteria as established

by institution policy on inmte work prograns. The
Education Specialists and the Job Assignnent O ficer shal

communicate on all issues involving the assignnent of
inmates to the program | nmate workers shall be assigned
to t he program for t he pur pose of attaining
certification(s) in the area of food service operations.
| nmates  shal | be certified in *“Serve Safe” and in
“Pr of essi onal Cooki ng”. The Educational Specialists shal

maintain witten procedures relative to the admnistration
of training and exam nations necessary to attain these
certifications. The Program Supervisor shall review these
procedures on an annual basis and revise as needed. |nmates
enrolled in the Culinary Arts Program shall be transported
from the Pondville Correctional Center to MIford by a
designated Correctional Program Oficer from the Pondville
Correctional Center. Inmates shall arrive at 5:30 AM and be
released to the custody of the Education Specialists.
| nmate Workers shall depart the MIford kitchen as soon as
possible after their work day is conpleted. The arrival
times and departure tines of the inmate workers shall be
coordinated through the Education Specialist and the
i nstitution.

The length of tinme an inmate worker may stay in the program
is limted to the length of time necessary to conplete the
certification program approximately six (6) nonths. The
Educati onal Specialists shall develop and maintain witten
program guidelines that will result in certifications being
attained within a six (6) nonth period. Upon conpletion of
the program the Educational Specialist(s) shall notify
Pondville Correctional Center that the inmate has conpl eted
the program and a replacenent is needed. The inmate worker
shal | be replaced wthin two (2) weeks  of this
notification. Inmate workers shall be prohibited from
staying in the program for any period |onger than what is
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detailed, unless approved by either the D rector of Food
Services or the Director of Adm nistrative Services. The
Education Specialist(s) shall coordinate wth the Job
Assignnment Oficer to replace / rotate inmates in the
program at the rate of tw (2) at a time in order to
mai ntain continuity in the Culinary Arts Program

I nmate workers shall be neat and clean in appearance and
shal | wear food service clothing, as issued. |Issued hats or
hairnets are to be worn at all tinme when working in the
food preparation or serving area.

| nmate workers shall be supervised at all times by the
Educational Specialists. Inmates shall not be allowed to
sit with, eat with, or in any manner, interact/fraternize
wth staff in the dining room or food service area(s).
Specific areas to be utilized by inmate workers during
break or lunch periods shall be designated by the
Educati onal Specialists.

SECURI TY

Inmate’s access to the building shall be limted to the
food preparation area, the serving area and dining room
areas. Inmates in other areas, such as trash pick-ups and
function set-ups, shall be escorted by an Education
Speci ali st or other approved staff person.

Whenever an inmate becones problematic, uncooperative, or
acts suspiciously the incident shall be docunented on |IMS
via a witten incident report and the inmate my be
termnated from the Program The Ofice of Investigative

Services shall be notified in witing in all t hese
instances. The Ofice of Investigations shall be contacted
for all instances requiring inmrediate assistance for a

security related matter involving an i nmate worker.

The Educational Specialist shall be required to report in
witing any and all suspicious or wunusual behavior by
inmates or MIlford staff to the Ofice of Investigative
Services and to the Director of Food Services and/or
Director of Adm nistrative Services via G oupW se.
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V. GENERAL

Menus for the MIford Café shall be generated by

Education Specialist and may change w thout notice. Menus

shal | be posted on Monday for the entire week.

The Director of Food Services shall approve changes in nenu

pri ci ng.

Functions and any special food set-ups nust be submtted to

the Director of Food Services and/or the D rector

Adm ni strative Services for approval seven (7) days prior

to the event.

VI. REVENUE

Al'l revenues generated from the MIford Café shall be used

as foll ows:

1 for expenses related to the operation of the cafeteria

program
I for expenses for inmate prograns
I for expenses for enployee benefit
I any other expense approved by the Conm ssioner

All operating expenses for the cafeteria, except

salaries of the staff, shall be paid by the program

revenues. The program goal is to be “self-sufficient”
all operating expenses, except the salaries of staff.

The Director of Adm nistrative Services, or hi s/ her

desi gnee, shal | be the approving authority for

expenditures related to the operation of the cafeteria. The
Director of Admnistrative Services shall be the approving

authority for all transfers of cafeteria revenue to

Inmate Program Account. The Director of Admnistrative
Services shall be the approving authority for enployee
benefit expenditures less than $10,000. The Conm ssioner
shal | approve all enployee benefit expenditures exceeding

$10, 000.
Review: This attachnent shall be reviewed on an annual basis by

t he Educational Specialists, the Director of Food Services and
the Director of Adm nistrative Services and revised as needed.

February 2015 760 - 16



